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What’s in 
Lisa Fundamentals? 


Lisa Fundamentals is a summary of the background 
information you need to use the Lisa effectively. 


The first half of this section includes some basic 
concepts about computers in general, as well as some 
useful details about the Lisa in particular. If you are 
already used to working with computers, you can 
probably scan this section fairly quickly. But before you 
begin long-term work on your Lisa, make sure you read 
and understand the material in this section on these 
subjects: 


mw System Startup. 
m Disk Backup. 
m System Configuration. 


The second half of this section is an overview of the 
Desktop Manager, the filing system that the Lisa uses to 
organize your work on the desktop and on your disks. 
The fundamentals of desktop management are covered 
in Section A, LisaGuide. The discussion in this section 
under the heading Desktop Management is a summary 
of that material. 


Lisa Fundamentals provides only a brief discussion of the 
tasks needed for long-term use of the Lisa. Refer to 
Section D, Desktop Manager Reference Guide, in this 
manual, for step-by-step instructions for performing all 
of the tasks presented in this section. 
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The Lisa System Like all computers, the Lisa system consists of two parts, 
hardware and software. The Lisa hardware is the cabinet, 
the keyboard, the mouse, and the ProFile storage disk. 
When you turn the Lisa on, the computer begins looking 
for and following instructions. These instructions, known 
as software, are stored on disks and diskettes and ina 
few places inside the computer. This section, Lisa 
Fundamentals, is concerned mostly with the Lisa 
software. For a description of the physical parts, see 
Section C, Lisa Hardware, in this manual. 


System Startup Each time you turn the Lisa on, the computer looks for a 
set of startup instructions. When you are using the Lisa 
Office System, the startup instructions are stored ona 
ProFile attached to the Lisa. Your dealer or service 
representative should have installed the Office System 
software, including the startup instructions, on your 
ProFile. This software is also stored on the two diskettes 
labeled Office System 1 and Office System 2 in the back 
of this manual. If your ProFile is still blank, follow the 
installation instructions in Section D, Desktop Manager 
Reference Guide, under Initialize a Startup ProFile and 
Install the Tools. 


The disk drive that holds the startup instructions is 
Known as the startup device. Unless you specify 
otherwise, the Lisa automatically assumes that the 
startup device is a ProFile attached to the built-in parallel 
connector. See Section C, Lisa Hardware, for a 
description of the various connectors. Sometimes, 
however, you may want to start the system using a 
different device. Instructions for specifying your usual 
startup device and for specifying a different device 
during startup appear in Section D, Desktop Manager 
Reference Guide, under Set Startup Specifications and 
Set Startup Device during Startup. 


If your startup ProFile also contains software other than 
the Lisa Office System, the Lisa may ask you during 
startup which environment you want to use. If a display 
something like Figure 1 appears at startup, first click 
Office System and then click Start. See Appendix 4, On- 
Off Procedures, for details on the Environments window. 


B2 |< =? Lisa Owner’s Guide 


Source: David T Craig / Lisa 1 Owner’s Guide (1983) Page 0002 of 0026 


@ Apple Lisa Computer Information +¢ Lisa Fundamentals 


Environments 


ee) 
Restart | Power Off 
A 
[] Office System Set Default | 


Bo oWorkshop ; 
No Default 


h 


Figure 1. Environments Window 


Disks and The Lisa’s two built-in floppy disk drives accept special, 

Diskettes high-capacity, 5-1/4 inch floppy diskettes. The ProFile 
hard disk includes both a disk drive and a permanently 
installed hard disk. 


Both hard and floppy disks are flat, magnetic recording 
surfaces used for storing information. Hard disks are 
faster and can store more information than floppy disks, 
but they are less portable. Most Apple-supplied software 
is sent to you on floppy diskettes, and you can transfer it 
to your ProFile for day-to-day work. 


In Lisa manuals, the term ‘‘diskette’’ is used to mean 
floppy disk, and the term ‘‘disk”’ is used more loosely to 
mean either hard or floppy disk. 


Refer to Appendix 2, Handling Diskettes, for 
recommendations on caring for diskettes. The 
procedures for using diskettes in the Lisa floppy disk 
drives appear in Section C, Lisa Hardware. 


Disk Initialization 


On anew disk, the recording surface is completely blank, 
like an unrecorded audio tape. Before putting any 
information on the disk, the computer has to organize 
the disk surface, a process known an initializing the disk. 
Every time you attach a blank ProFile or insert a blank 
diskette into one of the floppy disk drives, the Lisa asks if 
you would like to initialize the disk. 
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You can also recycle used disks by erasing and 
reinitializing them. 


The procedures for initalizing and erasing disks appear 
in Section D, Desktop Manager Reference Guide, under 
Initialize. 


Disk Organization 


The Lisa system comes with six office applications, 
known as “‘tools.’’ The tools are the instructions that tell 
the computer to work as a word processor, a calculator, 
or an electronic spreadsheet, for example. Instructions 
for using the office tools are in the manuals that come 
with the tools. 


Each tool comes on a single diskette containing the tool 
itself, the stationery pads you need to create new 
documents, and a folder containing the examples used in 
the manual. Your dealer or service representative should 
have duplicated the contents of all six tool diskettes on 
your ProFile while installing system software. If your 
startup ProFile is initialized but contains no tools, follow 
the instructions in Section D, Desktop Manager 
Reference Guide, under Add the Contents of a Diskette 
to Another Disk. 


Once you start doing your own work on the Lisa, your 
ProFile will begin to accumulate your own documents 
and stationery pads. Each disk initialized by the Lisa 
Office System contains a pad of empty folders, which you 
can use to organize your disks. See the discussion under 
Desktop Management later in this section for more 
information about using folders. 


You may also find it convenient to keep some of your 
documents and stationery pads on diskettes. You can, 
for example, put all of the documents concerning a single 
project on one diskette, which can be carried easily to 
another Lisa. 


Disk Backup 


Because disks can be damaged or erased accidentally 
— and because they eventually wear out with use — you 
should keep backup copies of all disks. The discussion 
below outlines the backup strategies for different Lisa 
disks. 
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LisaTest 


The LisaTest diskette in the front of this manual is to help 
you diagnose the problem in case something goes wrong 
with your system. Because LisaTest is not part of the Lisa 
Office System, you cannot use the standard copy 
procedures for backing it up. Follow the backup 
instructions in Section G, Troubleshooting, under 
LisaTest. 


Startup and Tool Disks 


The other diskettes that come with your Lisa — the two 
Office System diskettes and the six tool diskettes — are 
the master copies of your Lisa software. Your ProFile 
contains the working copies, that is, the copies you use 
for day-to-day work. Keep the diskette masters in a safe 
place, and use them only if you need to make new copies. 


When you purchase additional Lisa office tools, put the 
working copies on your ProFile, following the instructions 
under Add the Contents of a Diskette to Another Disk. 


Copies of the tools will work only on the Lisa that made 
the first copy of the master diskette. If you are setting up 
your ProFile yourself, be sure to make the tool copies on 
the Lisa system for which the tools were purchased. 


Documents 


The purpose of backing up documents is to save you 
time and lost information on the rare occasion when one 
of your disks becomes unreadable. The specific backup 
strategy you use depends on how often you update your 
documents and how you organize your disks. 


There are two general approaches to backing up: 
1. Copy the entire disk periodically. 


2. Duplicate each document before putting it away, and 
then put the duplicate on another disk. 


In general: 


m If you work with a number of different documents every 
day, and you keep them all on one diskette, you should 
duplicate that diskette at the end of each day. 


w If you do not update your documents very often, and 
you keep them on a ProFile, you should back up each 
document on a floppy disk whenever you save a copy 
on the ProFile. 
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m lf you use a hard disk that would take a long time to 
reconstruct, you should back up the entire disk onto a 
set of diskettes from time to time. You can also make 
incremental backups periodically to back up only the 
information that has changed since the last full 
backup. 


Instructions for making backup copies appear in Section 
D, Desktop Manager Reference Guide, under Copy. 


Clock/Calendar A clock/calendar inside the Lisa keeps track of the date 
and time. Using information supplied by the clock/ 
calendar, the Lisa tags each document with the date you 
created it and the date you last worked on it. 


The clock/calendar is 
represented on your 
desktop as a picture of a 
clock. You can open the 
clock to set it or to see what 
time it is. Procedures for 
setting the clock/calendar 
appear in Section D, 
Desktop Manager 
Reference Guide, under Set 
Clock/Calendar. 


As long as the Lisa is plugged into a working outlet, the 
clock continues to run. The built-in battery can keep the 
clock running for up to 10 hours when the system is 
unplugged. 


System The Lisa is compatible with a number of different 

Configuration external devices, such as printers, hard disks, and 
telephone-connect modems. Before you can use these 
devices, you have to tell the Lisa what you have attached 
and where each device is connected. The Lisa also allows 
you to specify a set of system details, such as the rate at 
which keys repeat when held down and the loudness of 
the error tones. All of these system specifications 
constitute the system configuration. You define the 
system configuration for your Lisa through Preferences. 


The system Preferences are 


represented on your (ee Ee 


desktop as a picture of the Pres 


Lisa. Preferences 
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Specifically, you use Preferences to: 


m Tell the Lisa where external devices are attached and 
how they are set up. 

@ Tell the Lisa what your startup device is and how 
thoroughly you want the computer’s memory tested 
during startup. 

m Specify the screen contrast, speaker volume, and time 
lags for repeating keys. 


These three sets of information are stored under Device 
Connections, Startup, and Convenience Settings in your 
system Preferences. Your dealer or service 
representative should have set the Device Connections 
and Startup portions of your Preferences. After you have 
used the Lisa for a while, you will be ready to set your 
own Convenience Settings. You may want to open the 
Preferences icon now to make sure that the information 
is correct. Instructions for using the Preferences window 
appear in Section D, Desktop Manager Reference Guide, 
under Set. 


The information in Preferences is saved in the Lisa 
parameter memory, a small part of memory that remains 
intact as long as the Lisa is plugged into a working outlet 
and for up to 10 hours when the Lisa is unplugged. The 
Preferences settings are also stored on the startup disk. 
If the parameter memory runs down, it is restored from 
the information on the startup disk the next time you turn 
on the Lisa. 


Turning Off Turning off the Lisa with the 

the Lisa on-off button does not 
instantly shut down the 
machine. Instead, it triggers 
a series of storage 
procedures. 
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First, the Lisa removes all documents and folders from 
the desktop, putting each one on its storage disk. Most 
open documents are stored in exactly the form you left 
them, including the last insertion point or selection. 
When all of its documents and folders are stored, each 
diskette is released from its disk drive. When everything 
is off the desktop, the screen goes blank, and the power 
light goes out. 


The next time you turn on the Lisa, the computer can 
reconstruct the desktop exactly as you left it. The Lisa 
checks all disk drives during startup and returns the 
documents and folders you were working on to the 
desktop. 


Power Like all computers, the Lisa depends on a steady supply 

Interruptions of current. Occasionally, something interrupts the power 
to the system — a circuit breaker in the building cuts out, 
for example. When power is interrupted, everything in the 
computer’s memory is lost, including the state of the 
desktop and all unsaved edits to any documents you 
were working on. Documents saved on a disk are 
unaffected, unless the Lisa happened to be reading from 
or writing on a disk at the time of the power loss. In this 
case, the disk itself could be damaged. That’s one 
reason to keep backup copies of all disks. 


During a sudden power loss, the normal power-down 
procedures described above do not occur. The disks are 
left in an in-between state. When you turn the system 
back on, the Lisa tries to reconstruct the desktop as 
usual, but it can’t find the desktop information. 


Specific instructions for recovering from a power 
interruption appear in Section D, Desktop Manager 
Reference Guide, under Repair a Startup ProFile and 
Repair a Storage Disk after a System Failure. For a more 
complete discussion of how a sudden loss of power 
affects disks, see Appendix 4, On-Off Procedures. 
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Desktop The Lisa desktop management system is designed to 

Management reflect the same organization as the physical desktop 
and file drawers in your office. It also follows the same 
conventions as the tools you use for creating documents: 
you select things using the mouse and you act on things 
using the menus. 


The fundamentals of desktop management are covered 
in Section A, LisaGuide. The purpose of this discussion is 
to give you a summary of how the desktop works. For 
specific information and step-by-step instructions, refer 
to Section D, Desktop Manager Reference Guide, in this 
manual, and to Chapter 2 of any Lisa office tool manual 
Reference Guide. 


The work flow on the Lisa desktop goes something like 
this: 

m Create a new document. 

m Name the document. 

m Work on the document. 

mw Save the document periodically on a disk. 

mw File the document when you’re finished working on it. 


mw Retrieve the document the next time you want to work 
on it. 


w Periodically make a backup copy. 


All of these activities are accomplished using three basic 
actions: 


m@ Selecting things with the mouse. 
mw Acting on the selections through the menus. 
m Moving things with the mouse. 
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The Desktop 


When you first start up the Lisa Office System, your 
screen looks something like Figure 2. 
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Figure 2. Desktop 


The gray area, known as the desktop, contains a number 
of icons, or pictures, which represent various parts of 
your system. Some of the icons represent physical 
devices, such as disks and diskettes, and others 
represent information, such as documents, folders, and 
tools. The specific icons that are present vary depending 
on the specific setup of your system. 


Most of the icons can be opened into windows, like the 
ProFile window shown in Figure 3. 


The small icon in the upper left-hand corner of the 
window tells you what kind of object the window is 
displaying. In this case, the window shows the contents 
of the startup ProFile. 


The icons described in the following discussion, and their 
properties, are summarized in Table 1. 
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Figure 3. ProFile Window 


Table 1. Desktop Objects and Their Properties 


Can Be Can Be 

Opened Stored Can Hold 
Desktop and and Other 
Icon Altered Duplicated Objects 


Disks and 
diskettes Yes Yes* Yes 


ET jem | 
Lisawrite Diskette 


Folders 


LisaWrite Examples 


* Cannot be stored in other desktop objects. 
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Table 1. Desktop Objects and Their Properties, continued 


Can Be Can Be 

Opened Stored Can Hold 
Desktop and and Other 
Icon Altered Duplicated Objects 


Documents Yes Yes No 


Lisalrite 


Stationery 
pads 


Lisairite Paner 
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Table 1. Desktop Objects and Their Properties, continued 
Can Be Can Be 
Opened Stored Can Hold 
Desktop and and Other 
Icon Altered Duplicated Objects 
Clipboard Yes** No No 
gi 
Clipboard 


Preferences 


—Z 

(j= 

Pen 
Preferences 


Wastebasket 


Wastebasket 


Shadows 


= 


LisaWrite Examples 


** Can be altered only indirectly by editing other objects with cut and 
copy. 


*** Name can be altered. 
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Disks and Diskettes 

Each hard disk attached to ' 

the Lisa and each diskette 4, 
inserted into one of the disk 

drives shows up on the 
desktop as an icon, such as 

the ones shown here, or a 


window, such as the one 
displayed in Figure 3. jem | 


An active disk window includes a status panel, which tells 
you how much space is available on the disk and when 
the disk was last backed up. The disk window can 
display either a collection of icons or a list of names 
representing all objects stored on that disk. The text list 
includes information on the size of documents and when 
they were last updated. See Section D, Desktop Manager 
Reference Guide, under List, for the details of how disks 
can be displayed. 


If a ProFile that is attached does not show up on your 
desktop, check the Device Connections portion of your 
Preferences window. See Section D, Desktop Manager 
Reference Guide, under Set Device Connections. 
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Folders 


Each disk initialized by the 
Lisa Office System comes 
with a pad of empty folders. 
At your option, you can use 
this pad to create new 
folders for holding the 
objects stored on your 
disks. The reason for 
folders on storage disks is 
the same as the reason for 
folders in your filing 
cabinets: organization 
makes it easier to find 
things. 


Empty Folders 


Like disk windows, folder windows can display either a 
collection of icons or a list of object names. 


Tools 

The tool icons represent 
the instructions that the 
Lisa needs in order to work 


on your documents. Lisawrite 


The tool icons are stored on your ProFile in a folder 
called Tools. Ordinarily, you do not need to do anything 
with the tool icons. Opening the tool icons has no effect. 
However, a copy of the tool used to create a document 
must be present on one of the disks on the desktop 
before you can work on that document. 


Documents 


The documents you create 
on your Lisa are 
represented in their storage 
locations as document 
icons. The design on the 
icon matches the design on 
the tool that was used to 
create the document. 
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Stationery Pads 


Each stationery pad = 
represents an infinite ret | 
supply of either blank or = 
customized paper, which LisaWrite Paper 
you use for creating new 

documents. The design on 

the pad matches the design 

on the tool and documents 

associated with the pad. 


Each tool comes with a pad of blank stationery, and you 
can make your own custom stationery pads. Instructions 
for making a new stationery pad appear in Section D, 
Desktop Manager Reference Guide, under Create a 
Stationery Pad. 


Wastebasket 


The Wastebasket is the 
means by which the Lisa 
discards obsolete objects. 
When you no longer need a 
desktop object, you can 
throw it away by moving it 
to the Wastebasket. 


Some objects, such as disks and diskettes, cannot be 
discarded. If you move one of these objects to the 
Wastebasket, the icon jumps back to its previous 
location. 


Discarded objects remain in the Wastebasket until 
something else from the same disk is thrown away or 
until the disk space they occupy is needed. You can 
usually retrieve the last object or set of objects discarded 
from a disk by opening the Wastebasket and moving the 
icons out of the Wastebasket window. 


B16 | § 3 § Lisa Owner’s Guide 


Source: David T Craig / Lisa 1 Owner’s Guide (1983) Page 0016 of 0026 


@ Apple Lisa Computer Information +¢ Lisa Fundamentals 


Clipboard 


The Clipboard holds the 
material that you cut or 
copy when editing 
documents or object 
names. It always contains 
the last text or graphic that 
was cut or copied. When 
you choose Paste from the 
edit menu, the contents of 
the Clipboard are inserted 
at the selected location. 


You can open the Clipboard to see its contents, but you 
cannot edit it. Many people leave the Clipboard window 
open at the bottom of the screen while working on 
documents, as shown in Figure 4. 


oo i%>—nnt | 
If you leave the Clipboard open at the bottom of 
the screen, you can always see what will be pasted 
when you choose Paste from the Edit menu. 


Figure 4. Clipboard 


Clock 


The Clock icon represents 
the clock/calendar inside 
the Lisa. 


You can open the Clock to see the time and date and to 
set the time and date. When you first start using the Lisa, 
the Clock appears at the bottom of the desktop. If you 
put it away through the File/Print menu, it is stored in the 
Tools folder on the startup ProFile. 


Instructions for setting the clock appear in Section D, 
Desktop Manager Reference Guide, under Set Clock/ 
Calendar. 


Section B °° °|B17 


Lisa Fundamentals » e e 


Source: David T Craig / Lisa 1 Owner’s Guide (1983) Page 0017 of 0026 


@ Apple Lisa Computer Information +¢ Lisa Fundamentals 


Calculator 


The Calculator icon 
represents the Lisa desktop 
calculator. You can open 
the icon to use the 


Calculator. Calculator 


When you first start using the Lisa, the Calculator 
appears at the bottom of the desktop. If you put it away 
through the File/Print menu, it is stored in the Tools 
folder on the startup ProFile. 


Detailed instructions for using the Calculator appear in 
Section E, Calculator. 


Preferences 


The Preferences icon 

represents the part of the 

Lisa memory that stores [ven | 
your system configuration, 
discussed earlier in this 

section. 


Instructions for setting Preferences appear in Section D, 
Desktop Manager Reference Guide, under Set. 


Shadows 


Shadows are place-holders for other icons. When you 
open an icon into a window or move an icon from its 
storage location to the desktop, a shadow remains 
behind. Figure 5 demonstrates both forms a shadow may 
take. 
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Figure 5. White and Gray Shadows 


When you open an icon from the desktop, a white 
shadow marks where it will return when set aside. 


When you take an icon out of its storage location, a gray 
shadow marks where it will return when put away. 


You can’t manipulate shadows in any way. They appear 
only for your information, and they disappear when no 
longer needed. You can, however, edit the name of a 
shadow, thereby changing the name of the object as well. 


Working on the Desktop 


The desktop filing functions are accomplished by 
manipulating the desktop icons and windows. The 
discussion below covers the three basic manipulations: 
selecting objects, choosing menu items, and moving 
objects. Section D, Desktop Manager Reference Guide, 
contains detailed instructions for the specific desktop 
tasks: creating, naming, copying, filing, and discarding. 
The discussion below covers the background 
information on how the desktop works. 
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Selecting Icons and Activating Windows 


You tell the Lisa which desktop object you want to 
work on by selecting or activating the object. In Lisa 
manuals, the term ‘‘select’”’ is used to mean ‘‘specify 
which icon” and the term ‘‘activate’’ is used to mean 
“specify which window.”’ You can have many icons 
selected at once on the desktop, but you can have only 
one window active at a time. 


The way to select any icon or activate any window is to 
place the pointer on it and press the mouse button. 


A selected icon is 
highlighted. 


If you want to work with more than one icon at a time, you 
can select a group of icons in either of two ways: 


1. Hold down the (Shift) key while clicking on the icons. 


2. Press and hold the 
mouse buttontodrawa = L& ie 
box around a group of ad aad Fenton 


icons. When you release 
the button, all icons in 
the box are selected. 


ee Diaz Project : 
Jun--7/24 SreamonG 2 
In either case, you can deselect one or more of the 
highlighted icons by holding down the (Shift) key while 
clicking on or drawing a box around the icons you want 
to deselect. 


An active window has a dark bar around the title and a 
collection of view controls on the right and bottom 
edges. Examples of active and inactive windows are 
shown in Figure 6. 
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Figure 6. Active and Inactive Windows 


The use of the view controls is covered in detail in 
Section A, LisaGuide, and in the tool manuals. 


Whenever you open an icon, its window is automatically 
activated. If you open more than one icon at once, the 
window of the last icon to be opened will be active. 
Whenever you put an icon into an open disk or folder 
window, that window is automatically activated. 


Aword of warning about multiple icons: Opening multiple 
documents at once can take even longer than opening 
each individually. 


Choosing Menu Items 


The words along the top of the Lisa screen are menu 
titles. After you have selected an icon or activated a 
window on the desktop, you can work with that object by 
choosing a command from one of the menus. The menu 
item you choose affects only the selected or activated 
objects. 


To choose an item from a menu: 
1. Move the pointer to the menu title. 


2. Press and hold the mouse button to display the menu. 
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3. Move the pointer down File /Print 
the menu until the item Set Aside Everything 
you want is highlighted. Set Aside “ProFile” 


Duplicate 
Tear OR Skabionery 
Make Stationery Pad 


4. Release the mouse button. 


The four menus used for desktop management are the 
File/Print, Edit, Disk, and View menus. The specific tasks 
these menus are used for are covered in Section D, 
Desktop Manager Reference Guide. The four menu items 
used most are Open, Set Aside, Save & Put Away, and 
Save & Continue. 


Open: Opens selected icons into windows. 


Set Aside: Reduces an open window to an icon, and 
then puts the icon on the desktop. Setting aside a 
document merely changes the display; it does not save 
the document on a disk. 


Save & Put Away: Reduces an open window to an icon, 
and then puts the icon back into its storage location. Any 
changes you have made since you last saved the 
document are incorporated on the disk copy. 


Save & Continue: Updates the disk copy of a document 
to match the document on your desktop, but leaves the 
document window open and active on your desktop. 


Moving Objects 


You can grasp icons by 
pointing to them with the 
pointer and pressing the 
mouse button. As long as 
you hold the button down, 
the icon moves along with 
the pointer. 
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You can store an object in a folder or on a disk by moving 
its icon onto the folder or disk icon or into the folder or 
disk window. You can discard desktop objects by moving 
their icons to the Wastebasket. If you move an icon onto 
an icon or window that cannot hold other objects, the 
first icon jumps back to its previous location. 


Moving an icon around on the desktop or within one 
window has no effect except to reposition the icon itself. 


You can move open windows, grasping them by the title 
bar, but you cannot store or discard open windows. 


Shortcuts 


The File/Print menu contains all of the commands you 
need for creating, opening, closing, and storing your 
documents. Because you use these commands so 
frequently, the Office System includes a simple shortcut 
for performing these tasks: clicking the mouse button 
twice. 


stationery, click twice 
rapidly on the stationery 


To tear off a sheet of — | 
pad icon. Lisairite Paper 


To open an icon into a 
window, click twice rapidly 
on the icon. 


LisaWrite Paper 


To close an open window, (Gj —________ 
click twice rapidly on the 


window's title bar icon. 
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Clicking twice to close a window can either set aside the 
object or save and put away the object, depending on 
where the object’s shadows are. If there is a shadow on 
the desktop, clicking twice causes the object to be set 
aside. If the only shadow is in a folder or on a disk, 
clicking twice summons a dialog box, which asks you 
whether you want the object set aside or put away. 


Do you want "Sample Document” to be 

Saved & Put Away in ProFile” or do Set Aside 
you want it to be quickly Set Aside on 

the desktop? 


Cutting and When you went through the LisaGuide and Getting 

Pasting between Started exercises, you learned to cut, copy, and paste 

Documents text and graphics. You can use these same techniques to 
transfer text and graphs from one document to another. 
You can always cut or copy something out of one 
document and paste it into another document that was 
created with the same tool. There are limitations, 
however, on pasting between documents created with 
different tools. 


You can always paste: 


m A LisaCalc spreadsheet or LisaGraph table into either 
a LisaCalc spreadsheet or a LisaGraph table. 

m A LisaGraph graph into a LisaDraw document. 

m A LisaCalc spreadsheet or a LisaGraph table into a 
LisaWrite document. 

mg A LisaProject chart into a LisaDraw document. 

@ A Calculator tape into a LisaWrite document. 

m One ‘‘field’”’ of text from any document into any other 
document. The meaning of a ‘‘field’’ depends on where 
the text is pasted from and to. A field is one cell ina 
table, one line of text in most other documents, any 
icon name, or up to a few lines of text in LisaWrite. 


You cannot paste: 


@ Any LisaDraw graphics into any document created with 
another tool. 

mw Any LisaList material into any document created with 
another tool. 


For details of cutting, copying, and pasting between 
documents created with different tools, see any Lisa 
office tool manual, Reference Guide, Chapter 2, under 
Other Tools. 
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Arranging Like any desk, the Lisa desktop can accumulate an 

the Desktop alarming disarray of documents and folders. As you 
continue to work with the Lisa, you will develop your own 
habits for organizing both your filing system and your 
working desktop. The discussion below covers the 
fundamentals of arranging the desktop. 


Moving Windows 


You can move windows the [8  _—s— sR 
same way you move any 

other desktop object, 

except that you can grasp 

windows only by the title 

bar. 


You can move a window to see what’s under it or to make 
room for another window to be displayed simultaneously. 


Sizing Windows 


You can change the Hel CCRMA Conference 
dimensions of a window 

with the size control box, in | To: John Chowning 

the lower right-hand corner 

of the window. To resize a 

window, move the pointer Subject: SDS participation 
to the size control box, hold | the system Development Found 
down the mouse button as 

you move the box, and 

release the mouse button 

when the window is the size 

you want. 


Layering Windows 


You can have up to 20 windows open at once on your 
Lisa desktop. When you open an icon, the Lisa usually 
reconstructs its window in whatever size and location it 
last appeared. The effect can be that some windows are 
entirely covered by others. 


The active window is always on top. You can bring a 
different window to the top of the stack by clicking 
anywhere on that window, thereby activating it. 
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If the window you want to File/Print 

work on is entirely covered, Set Aside Everything | 
you can uncover it quickly Set tiside 

by choosing Set Aside 

Everything. All open 

windows are reduced to 

icons, which you can 

quickly scan for the one you 

want. 


Straightening Up Icons 


You can have the Lisa arrange all icons on the desktop or 
in an active window by choosing Straighten Up Icons 
from the View menu. 


In a window, the Lisa arranges the icons in rows, 
following the shape of the window. If the window is too 
small to display them all, some icons are moved outside 
the borders of the visible window. 
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